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PERSONS LOOKING FOR REINSTATEMENT FREQUENTLY FIND IT
HELPFUL TO ATTACH A COPY OF THEIR STATE CIVIL SERVICE
EMPLOYMENT HISTORY TO APPLICATIONS FOR EMPLOYMENT.
IF YOU WOULD LIKE TO RECEIVE A COPY OF YOUR EMPLOY-
MENT HISTORY, SEND A SIGNED LETTER TO THE WORK
HISTORY UNIT AT:  OFFICE OF THE STATE CONTROLLER,
P.O. BOX 942850, SACRAMENTO, CA  94250.  YOUR
LETTER SHOULD INCLUDE YOUR NAME/PRIOR NAME(S), BIRTH
DATE, SOCIAL SECURITY NUMBER, CLASS AND DEPARTMENT
WHERE YOU LAST WORKED, APPROXIMATE DATES WORKED,
AND YOUR CURRENT ADDRESS AND TELEPHONE NUMBER.

THE STATE PERSONNEL BOARD DOES NOT MAINTAIN A LIST
OF JOB VACANCIES FOR DEPARTMENTS; HOWEVER, THE
STATE PERSONNEL BOARD DOES PROVIDE ACCESS TO THE
JOB VACANCY DATA BASE (VPOS) AT 801 CAPITOL
MALL, ROOM 109, IN SACRAMENTO AS WELL AS

INFORMATION ON THE INTERNET @ HTTP://
WWW.SPB.CA.GOV.  TO FIND A JOB, YOU MUST LOCATE A
VACANT POSITION IN A DEPARTMENT AND CONVINCE THE
APPOINTING AUTHORITY OF THAT DEPARTMENT THAT YOU
ARE THE BEST PERSON FOR THAT POSITION.  YOU SHOULD
SELECT THOSE DEPARTMENTS IN THE AREA WHERE YOU WISH
TO WORK AND EITHER ASK FOR AN INTERVIEW OR WRITE FOR
INFORMATION ABOUT EMPLOYMENT OPPORTUNITIES.  YOUR
LOCAL TELEPHONE COMPANY SHOULD HAVE A TELEPHONE
DIRECTORY WHICH LISTS THE STATE OFFICES IN THE
LOCALITY WHERE YOU WISH TO WORK.

DURING CERTAIN PERIODS AND FOR CERTAIN CLASSES, A
FREEZE OR RESTRICTION MAY BE PLACED ON HIRING DUE TO
BUDGETARY RESTRICTIONS OR REDUCTIONS IN FORCE.
SOMETIMES REINSTATEMENTS ARE NOT POSSIBLE DURING
THESE PERIODS BECAUSE VACANCIES ARE NOT BEING FILLED.
A FREEZE ON HIRING  MAY VARY BY CLASSIFICATION,
LOCATION, OR DEPARTMENT.  YOU SHOULD ALSO BE AWARE
THAT IN ADDITION TO REINSTATEMENT, A DEPARTMENT HAS
THE OPTION OF FILLING VACANCIES BY TRANSFER, APPOINT-
MENT FROM THE EMPLOYMENT LIST, TEMPORARY AUTHORI-
ZATION, OR BY TRAINING AND DEVELOPMENT ASSIGNMENT,
RATHER THAN BY REINSTATEMENT.  A DEPARTMENT IS
NEVER OBLIGATED TO APPROVE A PERMISSIVE REINSTATE-
MENT.

IF YOU WERE SEPARATED FOR BEING ABSENT WITHOUT LEAVE
(AWOL), YOU MUST FURNISH A SATISFACTORY EXPLANA-
TION OF YOUR SEPARATION TO THE HIRING DEPARTMENT.

YOU MAY BE REINSTATED TO A FULL-TIME JOB ONLY IF YOU
PREVIOUSLY HELD A PERMANENT FULL-TIME POSITION IN THE
CLASS OR A COMPARABLE CLASS.  IF YOUR PREVIOUS
PERMANENT APPOINTMENT WAS LESS THAN FULL TIME, YOU
MAY BE REINSTATED TO LESS THAN FULL TIME (I.E., PART
TIME OR INTERMITTENT).  IF AT THE TIME OF YOUR
SEPARATION YOU COULD HAVE BEEN APPOINTED FULL TIME
(E.G., YOU HAD WORKED 2 CALENDAR YEARS AND 1,920
HOURS), IT IS POSSIBLE THAT YOU CAN BE REEMPLOYED FULL
TIME.  THE HIRING DEPARTMENT WILL MAKE THIS DETERMI-
NATION (SECTION 2CCR277).

A SATISFACTORY MEDICAL CLEARANCE (HEALTH QUES-
TIONNAIRE) IS REQUIRED FOR REINSTATEMENT TO ALL
CLASSES IF THERE HAS BEEN A BREAK IN SERVICE.
ADDITIONAL MEDICAL INFORMATION MAY BE REQUESTED BY
THE DEPARTMENT.  ARRANGEMENTS FOR THE MEDICAL

CLEARANCE WILL BE MADE BY THE DEPARTMENT AT THE TIME
OF REINSTATEMENT.

YOUR NAME CANNOT BE RESTORED TO THE EMPLOYMENT
LIST IF YOU RECEIVE A PERMANENT FULL-TIME APPOINTMENT.
HOWEVER, IF YOUR NAME WAS ON A PROMOTIONAL LIST AT
THE TIME OF YOUR SEPARATION AND YOU REINSTATE WITHIN
SIX MONTHS OF THAT SEPARATION, YOU MAY REQUEST
THAT YOUR NAME BE RESTORED TO THE PROMOTIONAL LIST.

IN ADDITION TO THE PERMISSIVE REINSTATEMENT EXPLAINED
ABOVE, IF YOU HELD A PERMANENT APPOINTMENT AND
PASSED PROBATION AND YOU HAVE NOT HAD A PERMANENT
BREAK IN SERVICE, YOU MAY HAVE A MANDATORY REIN-
STATEMENT RIGHT.  YOU SHOULD CONTACT YOUR FORMER
DEPARTMENT IF YOU BELIEVE THIS APPLIES TO YOU.
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GOVERNMENT CODE SECTION 19140 PROVIDES REIN-
STATEMENT ELIGIBILITY IF YOU PREVIOUSLY HELD A STATE
CIVIL SERVICE POSITION AS A PERMANENT OR PROBATIONARY
EMPLOYEE AND SEPARATED FROM YOUR POSITION BY (1)
RESIGNATION, (2) SERVICE RETIREMENT, (3) ABSENCE
WITHOUT LEAVE (AWOL), (4) ACCEPTING ANOTHER CIVIL
SERVICE OR EXEMPT APPOINTMENT WITHOUT A BREAK IN
CONTINUITY OF STATE SERVICE, (5) TERMINATION FROM A
LIMITED-TERM, TEMPORARY, CAREER EXECUTIVE ASSIGN-
MENT, OR EXEMPT APPOINTMENT, OR (6) TERMINATION FOR
FAILURE TO MEET CONDITIONS OF EMPLOYMENT.  YOU MAY
BE REINSTATED WITHOUT HAVING TO TAKE ANOTHER

EXAMINATION.  REINSTATEMENT PURSUANT TO SECTION
19140 IS A PERMISSIVE REINSTATEMENT - NOT A MANDA-
TORY RIGHT.

IF YOU WERE SEPARATED FOR FAILURE TO MEET CONDITIONS
OF EMPLOYMENT, YOU MAY ONLY BE REINSTATED TO THE
SAME CLASS WHEN YOU AGAIN MEET THE REQUIREMENTS OR
YOU MAY BE REINSTATED TO COMPARABLE CLASSES WHICH
DO NOT REQUIRE THE SAME CONDITIONS OF EMPLOYMENT.
(PERSONS TERMINATED FOR CAUSE HAVE NO REINSTATE-
MENT RIGHTS.)

YOU MAY REQUEST REINSTATEMENT TO YOUR FORMER DEPART-
MENT OR TO ANOTHER DEPARTMENT.  IF YOUR REQUEST IS MADE
TO ANOTHER DEPARTMENT WITHIN 30 DAYS AFTER YOUR

RESIGNATION, IT REQUIRES THE APPROVAL OF THE APPOINTING
POWER OF YOUR FORMER DEPARTMENT.
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- IF YOUR FORMER CLASSIFICATION NO LONGER EXISTS,
WRITE A LETTER TO THE SPB SERVICE CENTER ASKING
FOR HELP IN DETERMINING CLASSES TO WHICH YOU CAN
REINSTATE.  BE SURE TO PROVIDE THE INFORMATION
THAT YOU OBTAINED FROM THE STATE CONTROLLER'S
OFFICE AND ALLOW 4 WEEKS FOR A RESPONSE.

      REPORT 1001 AND REPORT 1004 ARE AVAILABLE TO VIEW OR FOR
PURCHASE.  CONTACT THE STATE PERSONNEL BOARD SERVICE CENTER, 801
CAPITOL MALL, ROOM 109, P.O. BOX 944201, SACRAMENTO, CA
94244-2010, (916) 653-1705 FOR CURRENT PRICES.

*

THE PROCESS ON REINSTATEMENT AT THE STATE
PERSONNEL BOARD'S LOBBY IN SACRAMENTO:

(1) FIND YOUR FORMER CLASSIFICATION LISTED IN THE
PAYSCALE (GREEN BINDER) ON THE TABLE IN LOBBY AND
WRITE DOWN THE CURRENT SALARY OF THAT CLASSIFICA-
TION.

(2) CALCULATE THE SALARY BY DOING THE FORMULA
LISTED ON PAGE 4 TO DETERMINE COMPARABLE CLASSIFI-
CATIONS.

(3) USE REPORT 1001   (GREEN BINDER) IN SALARY
ORDER TO LOOK UP COMPARABLE CLASSIFICATIONS.

(4) USE REPORT 1004  (GREEN BINDER) TO DETERMINE
THE DEPARTMENTS THAT USE EACH CLASSIFICATION.

(5) USE THE JOB VACANCY DATA BASE (VPOS) IN
ROOM 109 TO LOOK UP VACANCIES ADVERTISED ELEC-
TRONICALLY.

(6) APPLY FOR THOSE VACANCIES YOU ARE INTERESTED
IN BY SENDING A STANDARD STATE APPLICATION (FORM
678) BY THE FINAL FILING DATE TO THE SPECIFIC
DEPARTMENT ADVERTISING THE JOB  VACANCY.

                       *

                          *

HOW TO DETERMINE COMPARABLE CLASSES:

IN ADDITION TO REINSTATEMENT TO YOUR FORMER CLASS,
YOU MAY ALSO REQUEST REINSTATEMENT TO ANOTHER

CLASS ON THE SAME, A COMPARABLE, OR A LOWER

(SALARY RANGE) LEVEL.  THE MAXIMUM SALARY OF THE
HIGHEST PAYING CLASS YOU WERE PERMANENTLY AP-
POINTED TO FROM AN ELIGIBLE LIST, AND THE MAXIMUM
SALARY OF THE CLASS TO WHICH YOU WISH TO REINSTATE,
MUST BE NO FURTHER APART THAN TWO SALARY STEPS
MINUS $1.00.  TO DETERMINE THE MAXIMUM SALARY OF
A CLASS TO WHICH YOU MAY REINSTATE:

(1) MULTIPLY THE CURRENT TOP SALARY OF THE CLASS
YOU HELD BY 1.05.

(2) ROUND OFF YOUR CALCULATION TO A WHOLE NUMBER.

(3) MULTIPLY THAT FIGURE BY 1.05.

(4) ROUND OFF YOUR CALCULATION TO A WHOLE NUMBER.

(5) SUBTRACT $1.00 TO DETERMINE THE MAXIMUM
SALARY.

(6)  YOU MAY THEN REQUEST REINSTATEMENT TO ANY
CLASS WITH THIS MAXIMUM SALARY OR LESS.

- TO BE SURE YOU ARE COMPARING THE CORRECT
SALARY RATES, NOT YOUR OWN SALARY, CHECK THE
"STATE OF CALIFORNIA CIVIL SERVICE PAY SCALES".
IF EITHER CLASS HAS ALTERNATE RANGES, USE THE
LOWEST RANGE UNLESS THERE IS A 21 ON THE

FOOTNOTES COLUMN.  FOR CLASSES WITH FOOTNOTE
21, TREAT EACH RANGE AS A SEPARATE CLASS,
USING THE HIGHEST RANGE THAT YOU ACHIEVED AS
YOUR FORMER CLASS.
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